FMLA, PRL AND MCTIME

Changes and improvements for 2017



OVERVIEW

FMLA & PRL tracking via direct employee request in Telestaff and import into MCtime

Employees requesting FMLA and/or PRL and their supervisors

e Schedulers removed as “middle man’” in most cases

Less error-prone

Better tracking of leave usage related to FMLA and PRL



PROCESS

Application Process:

 Employee identifies a need to use leave related to FMLA or PRL (a “triggering event”),

 Employee applies for FMLA/PRL via the ePortal, Employee Self Service (ESS). Tutorial on
this process provided by the FMLA office:
http://www.montgomerycountymd.gov/HR/Resources/Files/OMS/2017SubmitFMLARequ
est Employee.pdf

* Once the application through ESS is complete, the appropriate number of hours are
into the employee’s MCtime accruals.


http://www.montgomerycountymd.gov/HR/Resources/Files/OMS/2017SubmitFMLARequest_Employee.pdf

PROCESS, CON’T

Telestaff

* On your Telestaff calendar, select the date you wish to take leave

* Right-click and to select the you wish to use from the following options:
« Parental Leave FMLA
« PRL-ANL FMLA-ANL
« PRL-COMP FMLA-LWOP
« PRL-LWOP FMLA-SKL
 PRL-SKL

 You must select from one of the codes above for leave that is to be taken as FMLA or PRL
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PROCESS, CON’T

MCtime

 Employee-initiated Telestaff entries will automatically import directly into MCtime

* No additional actions are generally necessary

» If necessary, supervisors are still able to make pay code moves after Telestaff import has
occurred.
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FMLA and Parental Leave accruals can be viewed in the Java
view of MCtime
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